
 

How to Navigate Submitting a Cash Request (reimbursement) 

For EANS I 
 

 

 

 

Step #1  

Log into the E-Grants system with your email address and password.  
 

 
 

  



Step #2  

From the Menu List select the “E-Grants Access/Select”.  

 

 
 

Step #3 

At E-Grants Access Select, you will need to modify the Fiscal Year to 2021. Click in the drop-down box and select 2021.  

 

 

LEA#     Name of Legal Entity  



 

Step #4 

The Emergency Assistance to Non-Public Schools grant will appear. The “Payments” button will be available if the Original 

Application shows a status of Final Approved.  

Click the “Payments” button.  

 

 

  

LEA#     Name of Legal Entity  



Step #5 

The Payment Summary page will open. Click the “View Cash Requests/Expenditure” Reports button.  

 

  



Step #6 

The “Cash Request/Expenditure” Report Menu page will open.  

Click “Create New Request” to create a request for reimbursement from the OPI.  

 

 

Step #7 

The Case Request will open to the following screen. 

 

Cash Request #1 will be created. Each Cash Request created will be numbered sequentially. It’s best practice to complete a 

request fully with all expenditures reporting and send it for review before creating a new request. 



Step #8 

Complete each row in the request by selecting the appropriate: 

Spending Category and Use of Funds (both boxes have drop-down menus);  

Choose the Reimbursement button; 

Enter a description that provides details of the item; and 

Enter the amount for reimbursement in the Cash Request box.  

 

 

You must enter a Spending Category, Use of Funds, Expenditure Description, and amount of the Cash Request to complete a row. 

Failure to do this will cause an error message on the page and your data will not save.  

You may only request funding from a Spending Category for which you have allocated funding. Review your budget in your 

EANS application prior to completing a request. If you attempt to enter a request for a Spending Category you have not 

allocated funds for, an error (see below) will appear for that specific Spending Category.  

DATA NOT SAVED: for EANS and 100, since the budget amount was zero, no amounts are allowed. 

  



If you need additional rows, choose the Create Additional Entries 

 

 

Step #9 

Choose the Calculate Totals button to sum the cash request rows 

 

  



Step #10 

End Period Expense: This field is required to be completed. Enter a date reflecting your receipt of the purchases requesting 

reimbursement for. 

 

  



Step #11 

Click the Upload Now button to upload additional receipts and other documentation to support your reimbursement  

 

  



Step #12 

Click the Save Page button to save the data entered for the Spending Category, Use of Funds, Expenditure Description and 

Itemization and Cash Request Amount entered in row(s). If there are any errors on the page, you will receive a red error message at the 

top of the page. This message explains where the errors are and how to fix them. The page will not save properly if there are any error 

messages.  

 

 

  



Step #13 

Click the Ready for Review button to send the request to the OPI for them to review.  

Clicking the Ready for Review button will lock the request and all buttons allowing edits will be hidden.  

The message Cash Request has been forwarded to SEA for processing. will be displayed at the top of the page.  

 

 

 

 

 


